A
Abbreviations, 53-54
Accelerated compensation plans, 147,
292
Accounts, 223n.3
Accounting fraud, 273-274
Accounting reports:
in presentations, 163
units of measure on, 16
Accounting systems:
complexities of, on Natural P&L
statements, 219-222
Natural P&L statements from,
212-213
reconciling, with Natural P&L;
209-210
Accuracy, 24n.6
of meaningful reperts,; 171-173
perception of, 172
precision vs., 19
Acronyms, 52-54
Adjusted Gross Income (AGI):
defined, 253n.6
on income tax reports, 243-246
trends in, 249-252
Administrative efficiency, 181
Alignment, of content, 46n.6. See also
Justification
Allen, Woody, 61, 153, 165
Alphabetical ordering, 55-57, 60n.8
Angled captions, 32-33
Animation, 161-162, 167n.5
Annie Hall, 61
Aptitudes, skills vs., 282-283

Arabic numerals, 13-14, 23n.1
Arguments, of functions, 99, 101n.11,
123n.2
Aristotle, 281
Array formulas, 93.-190n.7
Arrows, 42
Artwork, 4142
Ask the An<ience tactic, 63
Ask the ®zpert tactic, 63
Assumnptions, in models, 258
Auvaience(s), 61-77
amount of data for, 62-64
comfort with key indicators,
183-184
consistency of quantation for,
67-69
critical information for, 64-67
deception of, 275-276
defined, 9n.2
feedback from, 63, 174-175, 300
of graphs, 127-139
involving, in presentations, 298
and mastery of quantation, 284-
285
meaningful and relevant numbers
for, 69-72
of Natural P&L statements, 213
needs of, 173-174, 300
numerical literacy of, 276-278
perception of, in quantation, 2-3
of PowerPoint presentations,
156-161
of quantation for public policy
issues, 240, 241

307
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Audience(s) (continued)
relating to, 174-175
respecting time of, 73-75
universal wishes of, 61
visualization of reports as, 44
Audits, financial system, 274
Axes, graph, 129
confusing of, 145-147
horizontal axis, 136-137, 145-147
vertical axis, 137-143, 145-147
x-axis and y-axis, 152n.12

B
Balance sheets, 197
Bar charts, 152n.12
Bar graphs, 152n.12
Baseline, for vertical axis, 139-141
Batting average, 181
Behavior, errors related to, 297-301
Benefits, employee, 202
Black, Fischer, 238n.9
Black-Scholes model, 238n.9
Blame, responsibility vs., 20Z
B(W) notation, 22
Board of directors, 215
Board of directors raeeting mindset,
84
Boldface text, 37, 303n.3
Bolten’s Law of Discretionary
Disclosure, 62-64, 141-142
and corporate reporting, 273
and key indicators, 185
for meaningful reports, 175
for Natural P&L statements, 204
for oral presentations, 156, 164
and presentation tactics, 141-142
and Sins of Behavior, 297
Bonuses, 202, 203, 208
Bookings, 48, 50
Bookkeeping, double-entry, 273-274,
279n.2
Borders, cell, 35-37
Bottom line, 28

Breakeven Units, 259

Broadcast media, quantation in,
260-264

Budgets, 49, 50

Budget variance %, 180, 184, 187-
188, 194-195n.7

Budget variances, 21-22

Bullet-level animation, 162

C
CAGR (compound annual growth
rate), 182
Calculated numbers; 183
Calculated results, 119
Callouts, 130--131, 137, 151n.3
Campbeii; Tom, xvi
Capitel equipment, 224n.12
Gaptions, 291-293
angled, 32-33
length of, 34
order of, 55-57
precision and accuracy of, 52,
292-293
and row height/column width, 32,
159, 291
for totals, 29
white space next to, 31
Carlin, George, 47
Cartoon balloons, 42
Case-Shiller U.S. National Home
Price Index, 131, 151n.4
Cash flow statements, 222n.1, 232
Categories, Natural P&L, 208, 222-
223n.3
Cells, spreadsheet:
borders of, 35-37
clearing, 88
comments on, 42
distinguishing, 118-120
hidden, 108-109
highlighting, 88
named, 108, 110
in other worksheets, 109
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shading of, 38-40
standard formatting for, 90
Celsius, Anders, 151-152n.10
Centering (of data), 290
Charts, graphs vs., 126
Chart of accounts (CoA), 211-212,
223n.4
Checksums, 122
Christie, Chris, 268n.6
Chronological order, 68-69, 293-294
Clarity:
of key indicators, 189
in quantation, 171
Clearing cells, shortcut keys for,
88
CoA (chart of accounts), 211-212,
223n.4
COGS (cost of goods sold), 52
Collections, 48, 50
College success, 181
Color:
in graphs, 134-135
in presentations, 40
Colorblindness, 40
Colored text, 37
Columns:
blank, 95-97
gaps between, 31
justification of, 15, 289-291
key indicators in, 186-187
of Natural P&L statements,
213-216
standard formatting for, 90
width of, 30, 32, 159, 291
Column charts, 152n.12
Column sets, 223n.10
Command macros, 114-117
Commas, in numbers, 15, 23n.2
Comments:
documenting work with, 120
in reports, 41-42
on spreadsheet cells, 42
Commissions, 202, 203

Common language, creating, 192,
209
Communication:
compliance vs., 79
and dashboards, 192
quantation as, xv-xvi, 3, 286
Compensation:
measurement vs. disclosure of,
238n.4
stock options as, 228-230
Compensation Expenses, 201-202,
206, 207
Compensation plans. 147,191, 292
Completeness, of reports, 171-173
Compliance, commmunication vs., 79
Compound arrual growth rate
(CAGKy, 182
Condit oral formatting, 65
Confidential, 74, 771.6
Coasistency:
of formatting, 90-91, 106
for graphs, 134-135
for Natural P&L statements, 209
in oral presentations, 162
in presentations, 67-69
in visual appearance of report, 34
Constants, in formulas, 108
Consulting, revenue from, 201
Consumer Price Index (CPI), 131,
137,151In.4
Content:
as focus of quantation, 301-302
and visual appearance of report, 25
Context:
for numbers, 69-72, 179, 294
for pie charts, 144-145
Contractors, 203
Contribution, 48, 222n.2, 223n.4
Cost, 48, 50, 51
Cost of goods sold (COGS), 52
Cost of Sales, 205-206
Cost per pupil, 181
Cover memos, 75
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CPI (Consumer Price Index), 131
Credibility, establishing, 63
Credit, 24n.8

Critical information, 64-67
Currency notations, 16, 23n.3

D
Dashboards, 191-192, 195n.9
Data:
amount of, 62-64
duplicate, in spreadsheets, 108
organization of, 75, 95-98, 300
placement of most important,
27-28
raw, 108, 118
from U.S. government, 101n.10
Database formulas, 93, 101n.8
Database functions, of Excel, 91-94
Data Filter function, 92
Data labels, 130-131, 137, 144,
151n.3
Data tables, 131-132
Dates, 34, 105-106, 151n.6, 220
Deadly Sins of Presenting Numbers,
287-302
and audience feedback, 174-175,
300
and breaking rules of quantation,
287-288
for captions, 32, 52, 159, 291-293
for column width and row height,
32,291
and context for numbers, 71, 294
for data organization, 75, 300
errors in spreadsheets, 121-122,
210, 298
and focusing on content,
301-302
for font size, 155-156, 300
introduced, 7
and justification of columns, 15,
289-291
and legibility of information, 301

and needs of audience, 173-174, 300
overview, 288-289
for pie charts, 145, 296-297
and presentation of time periods,
69, 293-294
and printing strategies, 74, 298—
299
and single-page reports, 73, 295-
296
Sins of Behavior, 297-301
Sins of Presentation, 289-297
sloppy work, 84, 301
for titles and titanestamps, 58, 73,
293
for totals. /2, 295
for visualeffects, 38, 150, 162, 291
Deaciv in #1, 35, 268n.9, 289-291
De 1d1‘y Sin #2, 32, 34, 52, 54, 159, 291
Deadly Sin #3, 38, 150, 162, 291
Deadly Sin #4, 52, 54, 292-293
Deadly Sin #5, 58, 73, 293
Deadly Sin #6, 69, 293-294
Deadly Sin #7, 71, 144, 262, 294
Deadly Sin #8, 72, 295
Deadly Sin #9, 73, 77n.7, 200, 243,
295-296
Deadly Sin #10, 145, 296-297
Deadly Sin #11, 121, 210, 298
Deadly Sin #12, 74, 298-299
Deadly Sin #13, 75, 300
Deadly Sin #14, 173, 300
Deadly Sin #15, 174, 300
Deadly Sin #16, 84, 301
Deadly Sin #17, 155, 156, 159, 301
Deadly Sin #18, 301-302
Debit, 20, 24n.8
Deception, types of, 275-276
Decimal places, significant digits vs.,
190, 303n.4
Decision-focused line items, 200-203
Decision making:
based on quantation, 239-240
models for, 256-260
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Deferred revenues, 238n.6
Denominator, 180
Dependent variables, 147
Depreciation expense, 219-220,
224n.12,237n.1
de Urioste, George, 77n.3
de Urioste’s Law, 70
Dialog boxes, 116-117
Digits:
of Arabic numbers, 14
rules of precision based on, 20
significant, 190, 303n.4
Dimensions:
of report pages, 26-27
vertical vs. horizontal display
of, 33-35, 145-147, 152n.12,
152n.13
Direct labor, 221
Dirksen, Everett M., 239
Disclosure. See also Bolten’s Law of
Discretionary Disclosure of key
indicator calculations, 183-184
measurement of compensatioi vs.,
238n.4
Distribution, of reports, 74; 157
Divider tabs, 75
Documentation, 102, 120-121
Document information, 73-74
Double-entry bookkeeping, 273-274,
279n.2
Double-line borders, 37, 246
Double underscore, 46n.7
“Dual-Scaled Axes in Graphs”
(Stephen Few), 151n.8
Dubner, Stephen J., 60n.9

E

Earned-run average, 181

Earnings, 48

Earnings before interest, taxes,
depreciation, and amortization
(EBITDA), 52, 60n.4

Earnings per share (EPS), 52

Eats, Shoots & Leaves (Lynne Truss),
9n.3, 287
EBITDA (earnings before interest,
taxes, depreciation, and
amortization), 52, 60n.4
Effective tax rate, 241, 261, 267n.4
8H Rule, 166n.1
80/20 Rule, 3
Employer, best interest of, 272-273
Enron, 274, 277
EPS (earnings per share), 52
Errors. See also Deadly Sins of
Presenting Numters
audience’s perception of, 2-3
in designing Nataral P&L
statemenios 221-222
grammar mistakes, 9n.3
with/negative numbers, 22
in spreadsheets, 121-122, 210, 298
Excel. See also specific functions and
options
adding tables to graphs in, 132
aligning cell content in, 46n.6
bar graphs in, 152n.12
changing orientation in, 46n.5
database functions of, 91-94
dates on graphs in, 151n.6
features of, for graphs, 139-150
formatting numbers in, 24n.5
managing user modifications in,
46n.8
presenting distance in, 268n.10
tips for, see Instant Payoft Tips;
Long-Term Payoff Tips
using in exhibits, 8
Excel 4.0 Macro Language, 123n.3
Excel 2007, 46n.5, 99, 100n.1
Exotic indexes, 182
Expenditures, 48, 50, 237n.1
Expenses. See also specific types of
expenses, e.g.: Salaries
assumptions about, 258
defined, 48, 50, 60n.3, 237n.1
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Experts, consulting with, 63
Expertise, 285
Explanatory text, 119, 189

F
Fahrenheit, Daniel, 151n.10
FAS 123 (Statement of Financial
Accounting Standards No. 123),
228-230
FASB (Financial Accounting
Standards Board), 227, 231
Federman, Irwin, 1
Feedback, 63, 174-175, 300
Few, Stephen, 151n.1, 151n.8,
152n.11, 296, 303n.8
Filenames, 74, 105-106
Fill down, 89
Filling a series, shortcut keys for, 89
Fill right, 89
Filtering, 92, 93
Financial Accounting Standards
Board (FASB), 227, 231
First-level bullets, 167n.5
F(U) notation, 22
Focus:
content as, 301-202
of oral presentations, 164
Folder organization, 104-105
Fonts, numbers in, 303n.3
Font size:
errors with, 155-156, 300
for reports, 43-44
and single—page reports, 73, 295-
296
of titles, 166-167n.2
Font styles:
in templates, 85-86
using multiple, 43-44
Forecasts, 164
Formatting:
for columns of Natural P&L,
214-216
consistency of, 90-91, 106

for numbers, 24n.5
and precision of numbers, 19
for titles, 58, 59
Formulas:
arranging data for, 95-98
array, 93, 100n.7
database, 93, 101n.8
designing, 106-109
named, 112-114
named ranges in, 110-112
preventing errors with, 122
shortcut keys for, 89
Fram Oil Filters, 123
Fraud, accounting, 273-274
Freakonomics{5teven D. Levitt and
Stepieil J. Dubner), 60n.9
Friends:
¢rror-checking by, 122
‘eedback from, 63
Full bucket syndrome, 99
Functional P&L statements, 198, 233
Function macros, 114-115
Fundraising efficiency, 181
Fundraising success, 181
fx Excel icon, 99

G
GDP (gross domestic product), 247
Generally accepted accounting
principles (GAAP), 225-234
defined, 52, 235-236
IFRS vs., 227-228
and internal management reports,
232-233
and pro forma reports, 210
in quantation, 225-226
and revenue, 40, 50
for revenue recognition, 230-232,
237
and rules- vs. principles-based
systems, 226-227
for stock options, 221, 228-230,
236-237
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Generically important numbers,
64-66
Geographic P&L statements, 198
Global Financial Crisis of 2007-08,
271
Gotcha tactics, 300
Graduation rate, 181
Grammar, comparing quantation to,
78
Grammar mistakes, 9n.3
Graphs, 125-150
audience considerations, 127-139
axes, confusing, 145-147
bar, 152n.12
charts vs., 126
colors and patterns on, 134-135
data labels, 130-131
data tables, adding, 131-132
gridlines and tickmarks, 128-129
grouping of data for, 148-149
horizontal axis, 136-137, 145-147
pie charts, 143-145
for quantation of public policy
issues, 241, 242, 248-246
251-252
quantation with, 125-126
reasons for using,126-127
series lines, 132-134
software tools and features, 139-
150
vertical axis, 137-143, 145-147
visual effects, unnecessary, 149-
150
wizards for, 147
Grayscale, graphs in, 135
Great Debt Ceiling Debate of 2011,
262
Gridlines, 128-129
for graphs with two vertical axes,
137,139
turning off, 44
Gross domestic product (GDP), 247
Gross profit, 48

Growth, %, 49

Growth, in quantation by press and
media, 262-264

Growth rate, 180, 194n.1

H
Hale, Lucrecia P, 285
Hamilton, William, 225
Headcounts, 164
Headings, 52, 292-293
HealthSouth, 273
Help function, 98-99
Herzog’s Law, 123n.]
Hidden cells, 108-109
Highlighting cells;shortcut keys for,
88
Highlighting information, 36, 39
HLOOXKUP function, 94
Honesiy in quantation, 271-278
and accounting fraud, 273-274
in employer’s best interest, 272—
273
importance of, 272
as moral obligation, 272
and numerical literacy of audience,
276-278
perceptions of, 271-272
in public policy arena, 276
and types of deception, 275-276
in your best interest, 273
Horizontal axis:
confusing vertical and, 145-147
placement of, 142-143
scaling of, 136-137
Horizontal dimensions, report, 26—
27,33-35
How to Lie with Statistics (Darrell
Huff), 151n.1, 151n.9
Huff, Darrell, 151n.1

I
IASB (International Accounting
Standards Board), 227
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IFRS (International Financial
Reporting Standards), 227-228
Important numbers, 64-66
Income. See also Adjusted Gross
Income (AGI)
net, 48
taxable, 268n.4
Income distribution, 181
Income statements, 222n.2. See also
Natural P&L statements
defined, 49, 197
of software companies, 232
types of, 197-198
Income taxes:
for all taxpayers, 243-249
and discussion in press, 261
for individual taxpayers, 240-242
and trends in AGI, 249-252
Increase Indent function, 45n.3
Independent variables, 147
INDEX function, 94, 95, 113
Indian numerals, 23n.1
Indirect labor, 221
Information:
comprehension of, 2
critical, 64-67
document, 72-74
highlighting, 36
omitted, 62-64
Instant Payoft Tips, 83-99
accessing features, 99
and board of directors meeting
mindset, 84
database functions, 91-94
data organization, 95-98
and effective spreadsheet habits, 83
formats, 90-91
Help feature, 98-99
Lookup & Reference functions,
94-95
overview, 84
shortcut keys, 88-90
templates and styles, 85-86

toolbars, 86-88

Institutional efficiency, 181

Instructions, in oral presentations,
158

Intermediate values, 107-108, 118

Internal management reports, 232
233

Internal Revenue Service (IRS), 240,
243

International Accounting Standards
Board (IASB), 227

International Financial Reporting
Standards (Ji'RS), 227-228

Intuitive order!ny;, of captions, 56-57

IRS (Internal Revenue Service), 240,
243

Ttalicized text, 37

\
Justification:

of columns, 15, 289-291

of numerals on reports, 14-16

K
Kelvin scale, 152n.10
Key indicators (KIs), 179-193
on dashboards, 191-192
defined, 180-182
good, 183-184
importance of, 179-180
in models, 259-260
on Natural P&L, 216
in oral presentations, 160-161
precision of, 190-191
presentation of, 185-190
in quantation for public policy
issues, 241, 247-248
sample report, 185
Key parameters, indicating, 36
K notation, 24n.4

L
Labor, direct and indirect, 221
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Landscape orientation, 26
Layout:
of Natural P&L statement, 214—
216
of reports, 25-26
of spreadsheets, 95-98
of summary page, 282
Lead generation, 208
Left-justification, 290
Legibility, of information, 301
Length:
of Natural P&L statement, 200, 213
of reports, 73, 295-296
Levels of mastery for quantation, 79,
169,171, 283-285
Levitt, Steven D., 60n.9
Licenses:
on Natural P&L statements, 201,
205
software, 230-232
Line items, Natural P&L statement:
decision-focused, 200-203
organizing, 205-208
selecting, 204-205
Line managers, 215
Line of Business P&L staternents, 198
Links, from spreadsheets, 118
List price, 50
Literacy, 2, 276-278
Living documents, 73, 216
Local maximum, 253n.3
Long-Term Payoft Tips, 103-123
circumstances for, 103-104
documentation, 120-121
error checking, 121-122
filenames and folder organization,
104-106
formats, 106
formulas, 106-109
links to other documents, 118
named formulas and macros,
112-117
named ranges, 110-112

overview, 104
software features, 122-123
spreadsheet cells, 118-120
Lookup & Reference functions, 94-
95,101n.9

M
Macros:
command, 114-117
Excel 4.0 Macro Language, 123n.3
function, 114-115
in printing strategies, 299
Madoff, Bernie, 274,27/
Maintenance, reveiaus from, 201
Management by cbjective (MBO),
52,208
Managen:=nt P&L statements, 198
Margin:
defined, 49
vrofit vs., 59n.2
[/harginal tax rates, 241
Marketing activities, 208
Marketing programs, 208
MATCH function, 94, 95, 97, 98, 113
Matching principle, 224n.12
Mathematical logic, visual
appearance of report and, 34
Mathematics, xvi
MBO (management by objective),
52,208
MCI WorldCom, 271
Meaningful reports, 171-177
for audiences of presentations,
69-72
and clarity in quantation, 171
completeness, accuracy, and
usefulness of, 171-173
of quantation professionals, 173
174
relating to audience in, 174-175
Memory, precision and, 172
Microsoft, 98, 140-141
Millions, notation for, 23-24n.4
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M notation, 24n.4

Models, 38-39, 255-260

Multiple-time-period reports, 68-69,
293-294

Murphy’s Law, 123n.1

Muscle memory, 83

N
Named cells, 108, 110
Named formulas, 112-114
Named ranges, 110-112, 299
Natural P&L statements, 197-217
accounting complexities on,
219-222
basis for, 212-213
categories of, 208
chart of accounts on, 211-212
columns of, 213-216
consistency of, 209
designing, 198-199
length of, 200, 213
line items of, 200-208
reconciling accounting system
and, 209-210
sample, 199-200
terminology for, 208
and types of PxX:l. statements,
197-198
useful, 200-210
Natural zero, 141, 142, 152n.10
Negative numbers, 20-22, 188
Net income, 48
Norvik, Peter, 154
Notes, on spreadsheets, 54-55, 189
Numbers:
commas and periods in, 15, 23n.2
in fonts, 303n.3
formatting for, 24n.5, 90
negative, 20-22, 188
positive, 20-22
precision of, 19
raw, report, and calculated, 183,
190, 191

specifically and generically
important, 64-66
stand-alone, 70
visual discrimination of, 14-15
Numerals on reports, 13-23
Arabic, 13-14
justification of, 14-16
and meaning of negative numbers,
20-22
precision of, 17-20
and units of measure, 16-17
Numerator, 180
Numerical literacy, 276-278

(o)
Office 2682.100n.4
Offic= 2007, 86, 100n.1
CFFESLET function, 94, 95, 97, 98
Oraissions:
of data, 62-64
hidden cells as, 108-109
of timestamps, 293
of totals, 72, 295
O’Neal, Shaquille, 103, 123
Operating Expenses, 206
Operating profit, 48
Oracle Financials, 223n.10
Oral presentations, 153-168
audience considerations for,
156-161
challenges with, 153-154
effective, 154
good habits and practices for,
162-165
managing, 164
slides for, 154-156
software tools and features for,
161-162
Order, of captions, 55-57, 253n.5
Organization:
of captions, 55-57
of data for formulas, 95-98
of folders, 104-105
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of Natural P&L line items, 205-
208
of report packages, 75, 300
Orientation, of report pages, 26-27,
46n.5
Origin, distinguishing numbers by,
36
Other category, on Natural P&L, 205
Outlook, presenting in reports, 36—
37,49, 50,214-215

P
Page dimensions, of reports, 26-27
Page numbering, 74
Page orientation, 26-27, 46.5
Page Setup menu item, 84
Parameters, underlying, 118, 119
Parker, Dorothy, 25
Patterns, in graphs, 134-135
People Expenses, 206
% (percentage), 49
Percentage points, 49
% growth, 49
Perceptions, audience:
about omitted information, 62-63
about poorly presented
information, 155
of accuracy, 172
of quantation, 2-3
of unusual baseline/scaling for
graphs, 141-142
Periods:
with abbreviations, 53
in numbers, 23n.2
Personal brand identity, 17
The Peterkin Papers (Lucrecia P.
Hale), 285
Phone-a-Friend tactic, 63
Pie charts, 143-145, 296-297
Pivot tables feature, 93
Plan (term), 49
P&L statements, see Profit & loss
statements

Portrait orientation, 26, 45n.1
Positional notation, 23n.1, 303n.4
Positive numbers, 20-22
PowerPoint presentations:
animation in, 161-162, 167n.5
aspect ratio of slides, 166n.1
familiarity with material in, 163
font size of titles, 166-167n.2
giving instructions in, 158
overusing features in, 162
ridicule of, 154
slide space, 154-156
slide titles, 159
Precision:
accuracy vs... 1%
of key indicators, 190-191
and memory, 172
of Natuial P&L, 214
of numerals on reports, 17-20
vresentability vs., 52-55
readability vs., 47
Preparation, for oral presentation,
157
Presentability, precision vs.,
52-55
Presentation, errors related to,
289-297
Presentation skills, 3
Press, quantation in, 260-264
Pretax profit, 48
Price, 50, 51
Principles-based systems, 226-227
Print area, setting, 74
Printing:
command macros for, 116-117,
299
of named ranges, 111-112, 299
strategies for, 74, 298-299
test, 44
Productivity, 184
Product Line P&L statements, 198
Professional services, 203
Profit, 48, 49, 59n.2
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Profit & loss (P&L) statements,
222n.2. See also Natural P&L
statements

defined, 49, 197
types of, 197-198

Profit margin, 180

Pro forma reports, 210, 230

Progressive tax, 241, 242

Public policy issues, see Quantation
for public policy issues

Punctuation, comparing quantation
to, 2,9n.3, 78, 267, 302

Q
Quantation, 1-5, 281-286
audience’s perception in, 2-3
and being “literate,” 2
clarity in, 171
as communication, xv-xvi, 3, 286
defined, xix, 9n.1, 24n.7
developing presentation skills, 3
first step in, 282
GAAP in, 225-226
with graphs, 125-126
instructions for understanding, 158
levels of masterv-tor, 283-285
poor, 1
as recognizabie work, 281
as skill, 282-283
Quantation for public policy issues,
239-252
and AGI trends, 249-252
for all taxpayers, 243-249
and decision making based on
quantation, 239-240
honesty in, 276
for individual taxpayers, 240-242
and word choice, 51
Quantation professionals, 173-174
Quarters, 29
Quick Access Toolbar, 86-88, 100n.4
Quicken, 222-223n.3
Quota, 49

R
Ranges, named, 110-112, 299
Ransom note effect, 43, 65, 135
Rate of change, trends in, 142
Ratios, 180-181
Raw data, 108, 118
Raw numbers, 183
Readability:
and comments/artwork, 42
and font size, 155-156, 300
and justification of numbers,
14-16
and precision. 19
and selection ¢1 dimensions for
axes, 34-35
and viiivs of measure, 16-17
an< word choice, 47
Reading flow, 34, 189
Qeal-life examples of quantation,
255-267
improving, 264-266
models, 255-260
from press and broadcast media,
260-264
Recaps, 119
Recognizability, of quantation, 281
Recruitment expenses, 203
Red ink, 40
References, to cells in other
worksheets, 109
Regressive tax, 253n.8
Relocation expenses, 203
Repeating last action, shortcut keys
for, 88
Report numbers, 183, 190, 191
Responsibility for expenses, blame
vs., 202
Results, calculated, 119
Revenue(s):
deferred, 238n.6
defined, 48, 50
on Natural P&L statements, 201,
205
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Revenue recognition, 230-232, 237
Right-justification:
of columns, 15, 291
of numerals on reports, 14-16
Roosevelt, Eleanor, 255
Rows:
blank, 95-97
height of, 30, 32, 159, 291
key indicators in, 185-186
standard formatting for, 90
Row sets, 223n.10
Rules-based systems, 226-227
Rules of quantation. See also specific
topics
breaking, 287-288. See also Deadly
Sins of Presenting Numbers
described, 3
for oral presentations, 158-159
overview, 284

S
Salaries, 202, 206-208
Sales, 48, 50
Sales performance, 180
Sarbanes-Oxley Act, 24n.6
“Save the Pies for Dessert’ {(Stephen
Few), 152n.11,-205n.3
Scale:
for horizontal axis, 136-137
of key indicators, 180
for vertical axis, 139-143
Scholes, Myron, 238n.9
Scrushy, Richard, 273, 279n.1
Seasonally adjusted statistics, 182
Sections of spreadsheets, identifying,
111-112
Securities and Exchange
Commission, 277
Self-deception, 275
Self-publishing, 256, 258
Senior managers, 215
Series lines, 132-134, 149
Shading, cell, 38-40, 120, 258

Shortcut keys, 88-90, 100n.5
Shorthand terms, 53-54
Show Me the Numbers (Stephen Few),
151n.1
Significant digits, 20, 190, 303n.4
Simulations, 255
Single-line borders, 37
Single-page reports, 73, 295-296
Sins of Behavior, 297-301
Sins of Presentation, 289-297
Size:
ordering of captions based on,
55-57
relevance of, and justification,
289-290
Skill(s):
aptituces vs., 282-283
presentation, 3
st.eaking, xv-xvi, 2-3
writing, xv-xvi, 2-3
Slides, PowerPoint:
aspect ratio of, 166n.1
key indicators on, 160
space on, 154-156
Stand-Alone Test for, 164-165
titles of, 159
Sloppy work, 84, 301
Snow White and the Seven Dwarfs
effect, 204
Software features:
accessing, 99
for graphs, 139-150
for PowerPoint presentations,
161-162
tips on, 122-123
Software industry, revenue
recognition for, 230-232
Software tools:
for graphs, 139-150
for PowerPoint presentations,
161-162
Speaking, comparing quantation to,
78, 153, 164, 166
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Speaking skills, development of, xv-
xvi, 2-3
Specifically important numbers,
64-66
Spending growth, 181
Spreadsheets:
copying elements of, 90
differentiating cells on, 118-120
effective habits for, 83
errors in, 121-122, 210, 298
linking, to other documents, 118
Natural P&L statements from,
212-213
SQL (Structured Query Language),
93
Stand-alone numbers, 70
Stand-Alone Test (for slides), 164
165
Starting point, for vertical axis,
139-141
Statement of Financial Accounting
Standards No. 123 (FAS 123,
228-230
Stock options:
expensing of, 221, 226-230
GAAP for, 236-237
Structured Query Language (SQL),
93
Styles:
in Excel, 84, 100n.3
font, 43-44, 85-86
multiple, in same graph, 132, 139
Style sheets, 90
Subject matter expertise, 285
Sullivan, Louis, 25
Summary page, 282
Sums of components, comparing,
296-297
Surplus relative to GDP, 181

T
Tables of contents, 75
Tabula rasa decision, 26-27

Talmud, 238n.8
Taxable Income, 268n.4
Tax distribution, 181
Tax Foundation, 243, 244, 252n.2
Tax rates, in quantation by press and
media, 261
Templates, 85-86, 90, 100n.2
Temporary employees (temps), 203
Test printing, 44
Text effects, 36-38. See also Visual
effects
Thousands, notation for, 23-24n.4
Tickmarks, 128-12¢
Time, respecting your audience’s,
73-75
Time herizons, in quantation by
srecs and media, 261-262
Tirhescale:
axis for, 27, 33-34
breaking down, 29
on horizontal vs. vertical axis, 146
scaling on horizontal axis, 136
Time series:
consistent presentation of, 68-69,
293-294
organizing data on, 97-98
Timestamps, 58, 73, 77n.5, 293
Titles, 73
errors related to, 293
font size of, 166-167n.2
of slides, 159
word choice and formatting for,
58, 59
Toolbars, customizing, 86-88
Top line, 28
Totals, 29, 72, 295
Tower of Babel effect, 192
Training, revenue from, 201
Treasury stock method, 237-238n.2
Trends:
in AGI, 249-252
projections of, 182
in rate of change, 142



INDEX 321

Truss, Lynne, 9n.3, 287
Tufte, Edward, 145, 151n.1
Twain, Mark, xv

U
Underlying parameters, 118, 119
Underscores, 28, 36, 46n.7, 188
Undo, shortcut keys for, 89
U.S. government, data from, 101n.10
Units of measure, 16-17
Usefulness, of meaningful reports,
171-173

User inputs:

cells for, 118-120

in models, 258-259
User modifications, managing, 46n.8

Vv
Value, 50
Variability, precision of reported
numbers and, 191
Vertical axis:
adding a second, 137-139
confusing horizontal and, 145-147
starting point and scale fox, 139-
143
Vertical dimensions; of reports,
26-27,33-35
Vertical gridlines, 129
Viewing, of reports, 74-75
Visual appearance, 25-45
comments and artwork, 41-42
font size and style, 43-44
importance of, for graphs, 148-149
layout, 25-26
page orientation and dimensions,
26-27
placement of important data,
27-28
of quantation reports for public
policy issues, 246
vertical and horizontal
dimensions, 33-35

visual effects, 35-40
and visualizing reports as audience
will, 44
white space, 29-33
Visual Basic, 114, 123n.3
Visual cues, in reports, 27-30
Visual discrimination, of numbers,
14-15
The Visual Display of Quantitative
Information (Edward Tufte),
151n.1
Visual effects:
and appearance of i2ports, 35-40
for critical information, 66
distinguishing &ypes of cells with,
120
errors.+=lated to, 38, 150, 162, 291
on'graphs, 149-150
far key indicators, 188
-~ Natural P&L, 216
in oral presentations, 162
Visual people, 126, 145
VLOOKUP function, 94, 95, 113

w
Weil, Roman, 278, 279n.3
Where’s Waldo? effect, 27-29, 45n.2
White space, 29-33, 240, 265
Wilson, Gahan, 271
Wizards, graphing, 147
Won/lost % (as key indicator), 181
Word choice, 47-59
emphasizing important numbers
with, 66-67
frequently used terms, 48-52
for Natural P&L statements, 208
and order of captions, 55-57
and precision vs. presentability,
52-55
in quantation by press and
broadcast media, 260-264
and readability, 47
and titles, 58
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Workbooks, templates for, 100n.2
Worksheets:
printing multiple, 299
references to cells in other, 109
templates for, 100n.2
Wrap Text option, 45n.4
Writing skills, development of, xv—
xvi, 2-3
Written communication, pattern of,
25-26

X
x-axis, 152n.12

Y
y-axis, 152n.12
Year-over-year growth, 186-187

y 4
Zero, starting vertical axis at, 139-
141





















